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SMALL BUSINESS & SUPPLIER DIVERSITY

Submitting Self-Reporting Transactions
(Only Agency Owners and Data Managers for self-reporting agencies have this capability):

If Agency is not self-reporting, they will need to contact DSBSD
to have us upload the transactions for them.

1) Log into Dashboard using state e-mail address and password. Click Login.

x

SBSD

| S Gengrieve. Oei@sbed virginiz.gov

Don't remember your passwaord?

2) Click Data Management tab at top of screen.

Agenc
o o Deriis UskaMamsqerient Sy i e

Comminnumalth of Virginia —

Transactions wanteosubmit ¥ Downiozd v T n
s
Ny Name Vandor Name Source Name Vendor Tax 10 Amiount Transscdon Date vendor Typs Auians

Haroik State University CRES™ FODDSERVICE EOUIPMENT CO. INC. Subcontracior 552618 Sep 11,2019 58

Mo Fdk. State Univessity THOMPSON HOSPTALITY SERVICES, LLC Submunuacion -3826.18 Sep 11,2072 ME.

Newfnii Srara inusreiny BIFMMONT ERESH, 110 Siimennraiar $PRAOS2T Sep 113030 &
TVorfolk Stave University THOMPSON HOSPITALITY SERVICES, LLC Subcontractar -528,505.22 Sep |1, 2019 ME.

Newfail Srara lintusreiny VIORED) ACE SORTIONS, INC Shennrraran SA7SON Sepi20i@ w

THorfoik Stave University 5.8. BALLARD Subcontracor -5475.00 Sep | . 2019

Harfalle Stana Uniusreiey WESTWE0D SONTRACTORS, [NC. Subcanrazar 8572108 Sep 11,2010 we

INorfoik Mtate Universty S BALLARD suBcontractar Ssisive sepilEbi

TOTAL HARDWARE INE. Cubenntrazar £1068000  Sep 11,2010 2%
Tortoik state Universay S BALLARD subesntrattor -STUBEUIY 58D 1T, ZUTY

Merfeils Seane Universiey TET TACTICAL DEFENSE SOLUTIONS, INC Cubennerazar S346%8  ep 11,2019 Ma,BE 2
Norfaik State University 2. BALLARD Subeontractor -584808  Sep 11,2009

Pesfele Seave Unfvarsiey AN FOOL & SUBPLY €O INC. Subesrtrazar £57563  Sep i1 2018

Morfolk State University 5.2 BALLAAD Subcontractor -557563  Sep11.2019



VIRGINIA DEPARTMENT OF

i [SBSD

SMALL BUSINESS & SUPPLIER DIVERSITY

3) Self-reporting transactions can be entered manually in the system or through a spreadsheet upload.

Manual Self-Reporting Transactions (On-Line Self-Reporting Transactions)

4) Manual self-reporting is best when you only have a few self-reporting transactions. To enter manual
self-reporting transactions, click on; | want to Submit / Self-Reporting Transactions / On-line Self
Reporting.

5) You will then see a box that says add transaction. Enter Contract ID (if known, if unknown, leave
blank), Enter tax ID number. Select Vendor Name from drop-Down Vendor name box. Agency Name
should default to User’s Agency. If not, change it to the correct agency. Enter amount of transaction.
Transaction date should default to current date. Enter something in notes to explain why transaction is
being entered into dashboard. Click Add button

Adia Transaction >
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6) Self-reporting transactions will show in the system when they have posted.
7) Repeat steps 4-6 for additional self-reporting transactions.
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Spreadsheet Upload
Spreadsheet Upload self-reporting is best when you have a large number of self-reporting
transactions. To enter self-reporting transactions via a spreadsheet upload, click on | want to
Submit / Self-Reporting Transactions / Spreadsheet Upload.

Commenealth of Virginia

Transaciions

£ CENTER Cubemntrasar 2834 Sep 1m0 8

Department of Genera! Senaces CENTERRA INTEGRATED FLEET Subcontracor 5442834 Sep 13 2079

Department of Genersl Senvicss WEST END AUTO Subcontractor $35086  Sep13:2019

e of Ganarsl Serviza

sl senaces

Af fenes

Depanment ot

&nt of Genaral Services

Deparmen:

Deparment

Department

Depammnzae

® of Gensral Senvices

of Genarsl Services

of Genaral Service:s

o Gansrsl Szries

CENTERRA INTEGRATED ELEE

WEHES 1iKE

CENTERRA INTEGRATED FLEE

CENTERRA |INTEGRATED FLEET

WATTS AUTO

CENTERRA INTEGRATED FLEET

VAIIGHIAN'S CAR CARC

CENTERRA INTEGRATED FLEE

VAN CLEEF AUTOIPARTS, INC

EENTERAA INTEGRATED FLEE

UNIVERSITY TIRE AND AL

ubcontracior

Subcontracior

SuDContracor

Subcontracor

Subenntractor

Subcontracior

Subconitracior

Cubemntrasar

Subcontractor

=0 Sep R 9010
s28 sep e

$123%1  Sep 18,2019
-§12301  Sep13:2010
$o05.20 Sep 10, 2018

-530520  Sep 12.2019

51.686.66  Sep 18,2019 B

You will see a Upload Transaction Box. You will first need to download the self-reporting
template from the system. Click the download button to download the template.

Upload Transaction b4

Step 1 To Download Template

=3

S1ep 2- Thoose file for upload
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3. The Excel File should show at the bottom of your screen. Click on the file to open it.

upload Transaction

Shap 3 CRasse ae for upioad

=3

—P> & seiffeporungTemplosis Shiaw al '

4. The Excel file will look like the file below. Fill out the spreadsheet with the required
information. Tax ID should be 9 digits, if less than 9 digits, leading zero’s need to be added.
Transaction date needs to be in mm/dd/yyyy format. Contract IDcan be entered if known, but if
unknown, it should be left blank. Amount should be entered with two digits places after the
decimal point. Do not make any changes to the column name or format of the spreadsheet.

SelfReporting Template (2} [Compatibility Mode] - Excel

Pagelayout  Formulas  Data  Review  View  © Tell me whatyou want to do.. A\ Oei, Genevieve (DSBSD) £} Share
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5. Save file on Computer and upload to the dashboard by clicking on the choose file button under
step 2.

Upload Transaction X

e templats downloaded
olurnn name or format on the template
vant to the column name

Step 1: To Download Template Step 2- Choose file for upl

6. Browse to file on Computer. Click on File. Click on Open Button.

+ » ThisPC » W Dashb

d » MNew - & Search Mew dashboard templ
Organize = Mew folder
Mame - Diste rrodified Type Size
# Cuick sccess

I SelfReporting Template EAGE Whicrosalt Excal 97.. SRS

B Subs plate-New Dashboard

B Desktop .

%] Documents

IGPM Microzoft Excel 97 2TKE

= Prctures -,
2020 FY Voucher, D
& Downlosds

MEW Dashboard St
VASCUPRP Repans

Bl Thas PC
B Desizop
4| Documents
4 Uownloads
B Music
& Pictures
B videos
LY Windews (C1)
- pekBTTA (WES0N
= sgencysll (UWCS01
== public (WCS01E05

¥ Petwork

File name: | SellReporting Template | | Custarm Fl

Dpen
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Click the Upload Button.

Upload Transaction =

Step 1: To Download Template Step 2 Choose file for upload

You should see either agreen success or red failure message towards the upper-right corner of
the screen. If the upload was successful, you will see the self-reporting transactions on the
screen.

g il Dashboard Dats Management SWald Pian e
Commonwealth of Virginia
Transactions wanttosubmit ¥ Download ¥ n
A e endorMae  sSowdeMame | VendarBID 0 Aimount

Department of Emironmental Guality MET100, LTD. Self Reporting 4171004 Sep01, 2079 58
Department of Environmental Quality DK WORKSPACES LLC Self Reporting $1T7I587  Sep 01,2019 ]

Department of Environmental Quality EDWARDS BUSINESS MACHINES, INC. Self Reporting 3246252 Sep 25,2019 SB

Winginia Tourism Authority ADAM MUSICK Self Reporting 3$1.05291 Sep 01, 2019 C4
Virginia Tourism Authority ADVANTAGE SUBPLY CENTER, INC. Self Reporting 550489 Sep 01,2019 WE e
Virginia Tourism Authority TSRE, I Self Reporting $11618F  Sep01.2019 wa

Virginia Tourism Autharity RESTON Ui Self Reporting $89150  Sep 01,2019 wa

Virginia Tourism Authority MAGIC INDUSTRIES INC Seif Reporting $242500  Sep 012019 o Za"
Virgiria Tourism Authority FRONTLINE MARKETING; LLC Seif Reporting 455500  Sep Ot 2019 o il
Virginia Tourisn Autherity DIGITAL COLOR GRAPHICS, INC Seif Reporting $45200  Sepl1, 2019 o

Virginia Towrism Authority SNAR SOLUTIONS, LLE Self Reporting 320743 Sep01,2019 o

Virginia Tourism Authority THE GOOD EARTH BEANUT COMPANY LLC Self Reporting 591284 Sep01.2019 s8

Virginia Tourism Authority Self Reporting $76075  Sep 01,2019 S8 2T
Virginia Tourism Autharity HELLD, INC, Self Reporting $120768  Sep01,2019 s8

Virginia Tourism Autharity B 53 PRINTING COL INC. elf Reporting $3.98200  Sep 01,2010 s8 Z3o9 Y
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9. You can also check the upload manager to see if the upload was successful. The Upload
manager is the up arrow icon on the left-hand side of the screen. Click on the upload manager
icon.

= Data Management SWaM Pian e
Commonwealth of Virginia =
Transactions pai e Y Cowilcad ¥ T B

Departmenk of Environmental Cusity com G SYST! NC. Subeontracto 4,911.96 g 01, 201 B
Mountain Empire Community College RE REPLACEMENT PARTS Adjustments $82129  Sep 11,2019
Mourtain Empire Community Coflege ER w00 A

DIXON INEST! Te 5 Sep 04, 2018 8,08
Department of Motor Vahicles B beontra Sep 30, 2019 12,58
Denarmmert of Morar Vehicles Subeeniraca =) n 30, 2010

Dspartmmant of Mctor Vehicles RE ELECTRICAL & MECHANICAL TNC Subsentracier $358087  Sep30.2010 B

10. If the Upload was sucessful, the status will say success. If the upload was not sucessful. The
status will say failed. If the status says failed. You can click on the eyeball icon to see why the
upload failed.
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11. You will see an error report explaining why the file did not upload. After looking at the report,
click the close button or x in the upper right-hand corner to close the error report.

Error Details x

mvalid amount. Please enter valid amount reunded off to two dedmal place.

12. Re-open Excel Spreadsheet. Fix errors and re-upload the file.
13. Check to see if upload was sucessful.



